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Getting Started : Requirements

This guide will take you through creating a profile and applying for housing assistance for
a tenant from the Commonwealth of Massachusetts ,u s i n g MasbaehusEtts Emergency
Housing Payment Assistance Portal . Bhe application described in this guide is for the
Residential Assistance for Families in Transition program (RAFT). For more information on
this program and t o visiteness.gof. youBr e el i gi bl e

Note that a RAFT application can only be filled out and submitted online through the
Massachusetts Emergency Housing Payment Assistance Portal. If you are struggling with
your applicatio n, you can contact your local Regional Admin Agency (RAA) for assistance.
Use this site to determine and find contact details for your RAA.

How to use this guide:

1 Jump ahead to a specific sect ion by selecting it in the Table of Contents
1 Search for key terms by pressing

ocrtl + F if youBre on a PC

o command + F if youBre on a Mac

If at any point you encounter issues with the application process, please visit the
Troubleshooting section of this document.
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Getting Started : Requirements

Getting Started

Requirements
You are required to provide the following to complete your RAFT application:

1 An email address
9 Personal identification
1 W-9 for property owner or authoriz  ed agent
91 Authorization of agent, if applicable
1 Proof of ownership for unit
Terms
This guide will serve as a detailed walkthrough for submitting the landlord application for

RAFT. Some common terms used through out this guide are:

Applicant

The person who is requesting RAFT assistance, also known as the Tenant.
Advocate

Anyone who is assisting the Applicant in submitting the application, such as personnel at
your RAA or a close friend/family member.

Tenant
The person who is requesting RAFT assistance, also known as the Applicant.
Account

The unique registration identification associated with the person filling out the
application, which allows them to complete and track their progress

What You Will See on The Application
Below are the things you will see on the application and what to do when you encounter
them:

Text Boxes : Select into the box and type out a response

Buttons : Select them to navigate to other pages
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LEARN MORE

Radio Buttons : Identifiable by the circles next to the text, these are used to select options
from a brief list. You may select only one option.

Select the statement that best describes your living situation *

(®) Renter Staying: Renting your apartment/home, and looking for help to stay in the same place.

O Moving: I need to leave where [ am currently staying (i.e., homeless, couch surfing, or living in
unsafe conditions).

Dropdown Boxes : Identifiable by the downward arrow, these open a small window to
navigate through both short and long lists of options. You may only select one option.

Relation to Applicant *

-- Clear --
Advocate Organization
Friend

Family Member

Auto -fill Box: Identifiable by the pencil icon, these will attempt to automatically locate
what you are typing online as you type it in.

123 Main 5t, Falmouth, MA 02540, USA| 4

123 Main 5t, Falmouth, MA 02540, USA
123 Old Main Road, Falmouth, Morth Falmouth, MA 02554, USA
123 Morth Main Street, Falmouth, MA 02540, USA

123 West Main Street, Falmouth, MA 02540, USA

powered Dy GO g|e

Checkboxes : Identifiable by the squares next to the text, these are used to select multiple
options from a short list. You may sele ct as many as you need.
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I, or someone in my household: *

Lost a job
[ ] Collected unemployment benefits

Had less income than usual (lower pay, fewer hours, or fewer clients if self-employed)

Date Selection Box : ldentifiable by the calendar icon in the box, this allows you to select
an exact date.

Date of Birth *
=]
4 October P 2022+
Sun  Mon  Tue Wed Thu Fri Sat
25 24 27 28 29 30 1
2 3 4 5 & 7 8
9 (1—6} 11 12 13 14 15
14 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31 1 2 3 4 5
Today
Additional Information Tooltip : This small icon will provide additional information to any

given field by hovering or selecting it.

Do you or your family member(s) have any @
other income to report? *

O Yes O No
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Uploading Files
This guide will assist you in uploading files for your application. To upload files, you must
first select the Upload Files button.

v Proof of Identity

Upload Files or drop files * @

; 2, Upload Files é

Or drop files

This will allow you to navigate to where the file is saved and select it for u pload.

The supported file formats are  bmp, jpeg, jpg, png, pdf, rtf, gif, heic. = The maximum
supported file size is: 10 MB. Editable office files (such as Word or Excel) are not permitted.

4 ¥ » ThisPC » Downloads v | B O Search Downloads

Organize v New folder =~ 1 @

~  Name Date modified Type Size (o]
st Quick access

~ Last week (9)

B Desktop
§ Downloads & Proof of Current Housing JPG File 6KB
] Documents & utiy g1 PG File 181K
& Proof of Income PG File 122K8
= Pictures & Other Documents PG File 5KB
Tenant Portal Sn & Eligibility JPG File 41KB
Train TenantOne © l: [[2] JPG File 206 KB ©
File name: |ID | [allFiles -

You will receive a confirmation notice once your files have uploaded successfully.
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Getting Started : Uploading Files

Upload Files

h 10jpg
296 KB

1 of 1 file uploaded

Alternatively, you may drag and drop the file from your computer to the upload box.

If you accidentally upload the incorrect file, you can select the T icon to remove that file.
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Registering an Account

Creation and Login
The first step to applying for assistance is to visit
https://applyhousinghelp.mass.gov/s/login/

HOME PROGRAM OVERVIEW HOW TO APPLY HELP & SUPPORT

An official website of the Commonwealth of Massachusetts Here's how you know

Welcome to the
Massachussetts Emergency

APPLY NOW =

Housing Payment Assistance
Portal

Start or Continue an Program Information
Application

Learn about the Residential Assistance for

Families in Transition (RAFT) program: who
is eligible and what benefits are available.

LEARN MORE

Tenants, landlords, advocates, and
Emergency Assistance providers can create
an account or log in here.

GET STARTED

To either log in to your existing account or create a new account, you must select either
the Apply Now buttonorthe GetStarted but t on under the EStart or Col
Applicationg section.
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Registering an Account : Creation and Login

HOME PROGRAM OVERVIEW HOW TO APPLY HELP & SUPPORT

An official website of the Commonwealth of Massachusetts Here's how you know

Welcome to the
Massachussetts Emergency
Housing Payment Assistance
Portal

APPLY NOW =

Start or Continue an Program Information
Application
Learn about the Residential Assistance for

Families in Transition (RAFT) program: who
is eligible and what benefits are available.

LEARN MORE

Tenants, landlords, advocates, and
Emergency Assistance providers can create
an account or log in here.

If you already have an account, enter your email, password, and complete the reCAPTCHA
verification check, then select Log In .

zelustraining3@yvopmail.com

\/ I'm not a robot

Forgot your password? Register as new user

If you wish to register a new account, select Register as new user
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Username

I'm not a robot

Forgot your password? Register as new user

The EFUser Registrationg paglewingafgrmationdoscregteou t o ent e
your account:

9 First Name

1 Last Name

1 Emalil

91 Confirm Email

=

Please provide your preferred language
0 You must select the dropdown box and select from the available options
1 Please select the category that bests describes your role
o Ifyoua landlord or owner , choose Landlord/Owner
o Ifyou are a property manager, choose Property Manager
1 Do you operate as an Individual or Business
o This will only appear after selecting your role as a Landlord  /Owner or
Property Manager

Note that o nce the user has been designated on this account your name and/or email
cannot be changed. Please ensure the email provided is one you always have access to.
Any password resets will be sent to this email address. If you do not have an email
address, contact your local RAA to assist.

You must also complete the reCAPTCHA verification check before you can proceed.

SelectSubmit once you have completed the FEFUser Registrat

10
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HOME PROGRAM OVERVIEW HELP & SUPPORT

An official website of the Commonwealth of Massachusetts Here's how you know -

User Registration

If you are already registered, click here to login.

The email address you use in your application is your "Username" and should be used when you log into your
account. Please keep your username and password information in a safe place where you can find it as you
complete your application online.

*First Name *Last Name

Train PMTwo

*Email *Confirm Email
zelustraining18@yopmail.com zelustraining18@yopmail.com

*Preferred Language

English

*Please select the category that best describes your role

Tenant Tenant Advocate ® Landlord/Owner Property Manager
EA Shelter Provider/EA Diversion Worker

*Do you operate as an Individual or Business?

Individual ® Business

v/ Imnota robot

The following page informs you that you have been sentalinkt o activate your account at
the email provided. You should also see a temporary green banner indicating that the
account was successfully created.

11
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£ Success! -
‘ 4 HOME PrROGRAM OVERVI Looln =

An official website of the Commonwealth of Massachusetts Here's how you know «-

User Registration

If you are already registered, click here to login.

The email address you provide will be your "Username" and should be used when you log into your account.
Please keep your username and password information in a safe place where you can find it as you complete

your application online.

We have sent you a link to activate your account on your email id zelustraining1 8@yopmail.com

To activate your account, you must navigate to the  inbox of the email you provided and
find the verification email from no-reply -dhs@massmail.state.ma.us . Please do not send
a reply to that email address.

The email will create your account with a temporary password. You must change the
password to finalize your account.

Select the link to change your account pas sword.

Sandbox: MA Housing: Welcome to Housing Portal « oo B 0 :
2 Housing Portal <sigude@deloitte.com> oot TR Tex T Pk etk
(O Monday, October 10, 2022 4:16:7 .M

Follow the guidelines for creating a new password. It must meet the following
requirements:

1 Atleast 12 characters
9 1 uppercase letter

1 1 lowercase letter

1 1 number

1 1 special character

Select Change Password once you have entered your new password and confirmed it.

12
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Registering an Account : Creation and Login

Enter a new password for
zelustraining18@yopmail.com. Make sure to include at
least:

© 12 characters

Also include at least 3 of the follawing:

@ 1uppercase letter

© 1lowercase letter
@ 1number
© Lspecial character @

* New Password

* Confirm New Password

Password was last changed on 10/10/2022, 416 PM.

Once you have changed your password, you should be logged in to the application portal
and are ready to start your application.

13
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; 3 HOME PROGRAM OVERVIEW APPLY TRACK PAYMENT STATUS HELP & SUPPORT MORE v 3

An official website of the Commonwealth of Massachusetts Here's how you know

Hello, Train PMTwo.

Welcome to the Massachussetts

Emergency Housing Payment
Assistance Portal

This portal allows landlords to setup their profile once for reuse across multiple applications. If you have not yet set up your Landlord Profile,
please do that before starting an application. You will be able to add multiple properties to you profile for future applications.

Your Profile Application Actions

. [y
e Train PMTwo /' 1 ST
You may have one payee with multiple properties and : RESUME/TRACK STATUS
multiple payment methods configured for use.
‘ ® GET HELP ‘

[ls Pavee =

) PROPERTIES

ES PAYMENT METHODS —

Program Information

14
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Setting Up Your Profile

From the Home Page you ca n set up your profile. If you wish to complete all three

sections, Payee, Payment and Property, at once you can  select the , icon. If you only
need to setup or edit one section, you can select the Payee, Properties , or Payment
Methods buttons to adjust their respec tive sections .

If this is your first time setting up your account, it is recommended to fill out each section
in order as they appear on screen.
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